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DEPARTMENT OF THE ARMY
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Panmphl et 30 July 1999
No. 690-1-4

Cvilian Personnel
TOTAL ARMY PERFORVMANCE EVALUATI ON SYSTEM ( TAPES)

Local supplenents to this panphlet are permtted for

i ndi vi dual commander's policies and procedures. One copy
of supplenments will be furnished to Commander, U.S. Arny
Engi neer Division, Geat Lakes and Ohio River, ATTN. CELRD
HR, P.QO Box 1159, G ncinnati, Chio 45201-1159.

1. Purpose. To comunicate policy for civilian performance
apprai sal under the Total Arny Perfornmance Eval uation System
(TAPES). This panphlet should be used with DA Panphl et No.
690- 400 whi ch provides specific gui dance concer ni ng

per formance eval uation requirenments and information
concerni ng appropriate use of fornms. Please note, however,
that the DA Panphl et was not revised when AR 690-400,

Chapt er 4302 was changed. Wiere there is a conflict between
t he provisions of the DA Panphlet and this panphlet, the
provi sions of this panphlet and the AR wll prevail.

2. ojective. Performance nmanagenent is the systematic
process by which an activity involves its enpl oyees, as

i ndi vidual s and nenbers of a group, in inproving

organi zati onal effectiveness in the acconplishnment of the
Army's mssion and goals. This panphl et describes Arny’s
i npl enentati on of a performance managenent system which

i nproves Total Arny performance by:

a. Communi cating organi zational goals and priorities,
and Arny val ues and ethics to enpl oyees.

b. Establishing individual expectations for
performance that reflect organizational goals and
priorities.

*Thi s panphl et supersedes CELRDP 690-1-4, 24 March 1998.
Thi s panphl et expires 29 July 2002.
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c. Facilitating frequent discussion anong the Ratee
and the rating chain about performance, expectations,
pr of essi onal devel opnent, and DA val ues and et hics.

d. Providing an environnment where all understand that
they are inportant nenbers of the Army Team - in which they
are recogni zed for their achi evenent, counsel ed and assi sted
in areas in which they can inprove, encouraged to take
responsibility for doing things better and to support team
endeavors, and challenged to devel op professionally and to
performat their full potential.

e. Requiring annual witten individual performance
eval uations that provide supervisors and managers with tools
for systematically accessing performance results and using
the results to make deci sions concerni ng conpensati on,
training, rewards, reassignnments, pronotions, reductions in
grade, retention, reduction in force, and renoval, and for
provi ding a sound and conti nuing basis for effective
supervi sor - subordi nate partnerships in pursuit of common
goal s.

3. Applicability. The information in this panphlet applies
to all civilian enployees in both the conpetitive and
excepted service except those in the Senior Executive
Service and those who occupy tenporary positions for which
enpl oynent is not expected to exceed 120 days in a
consecutive 12-nonth peri od.

4. References.
a. Title 5, U S C, Chapter 43, Performance Apprai sal
b. 5 CF R, Part 430, Performance Managenent
c. AR 690-400, Chapter 4302
d. DA Pamphl et 690-400, Chapter 4302

5. Definitions.

a. Base System Arny's perfornmance appraisal system
covering enployees in the follow ng pay plans and grades:
W, WG W5/ GS-8/bel ow (excluding Career Interns) and
equi valent levels in other pay plans (e.g., Power Plant
Tr ai nees) .
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b. Senior System Arny's performance appraisal system
covering enployees in the follow ng pay plans and grades:
GM W5/ GS-9 and above, enpl oyees in equival ent pay plans and
grades and Career |nterns.

c. Rating Chain. The Rater, Internedi ate Rater
(optional) and Senior Rater.

d. Rater. The individual in the Ratee's chain of
command, normally the inmedi ate supervisor, who establishes
per f or mance expectations and who proposes overal
performance apprai sals and ratings.

e. Internediate Rater. The individual who occupies a
supervi sor position in the Ratee's chain of command which
falls between that of the Rater and the Senior Rater. Local
commander s deci de whether or not to include Internediate
Raters in individual rating chains.

f. Senior Rater. The individual in the Ratee's
supervi sory chain of command who is at a higher level in the
organi zation than the Rater. Senior Raters nust approve al
rating of record.

6. Responsibilities. Performance managenent is an inherent
responsibility for all those in positions of |eadershinp.
Those being rated, devel oped and recogni zed through the

per f ormance managenent system al so have significant roles.

a. Raters. Raters are responsible for assigning work
and for either assisting Ratees in or for establishing job-
rel ated expectations for Ratees. They provide information
to and obtain feedback from Ratees on DA val ues and ethics,
wor k-unit goals and priorities, performance, and
pr of essi onal devel opnent plans. Specifically, Raters are
responsi ble for:

(1) Identifying Rating Chains to their Ratees.

(2) Conmunicating organi zati onal goals and priorities
to Ratees - both at the begi nning of each rating period and
t hroughout the year as changes occur .

(3) Discussing DA values and ethics with Ratees.
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(4) Conducting formal performance-rel ated di scussions
at the md-point of each rating period and at any other tine
t hat needs ari se.

(5) Preparing tinely witten perfornmance appraisals.

(6) Using performance appraisals and ratings to assi st
them i n maki ng sound, equitable personnel decisions.

b. Senior Raters. Senior Raters are responsible for
communi cating goals, for setting standards of perfornance
and for maki ng DA values and ethics visible to facilitate
under st andi ng and adherence by all nenbers in their
organi zations. They are responsible for assessing
i ndi vidual contributions in the broader perspective of
overall m ssion acconplishnent. Senior Raters wll:

(1) Review and approve Performance Pl ans.

(2) Review performance appraisals and assign ratings
in a tinely manner, assuring accuracy and conpliance with
requirenents.

(3) Make supportable statenents about Ratee's
performance and potential - based either on personal
know edge and observation or on reliable information
provi ded by subordinate raters.

(4) Consider performance appraisals and ratings when
maki ng personnel managenent and pay deci sions.

c. Internmediate Rater. Local commanders w || decide
whet her or not to include Internediate Raters in the rating
chain and will comunicate the decision in a | ocal
suppl enent to this regulation. Wen Internediate Raters are
used, they are responsible for conmunicati ng organi zati onal
goal s, exhibiting DA values and ethics, and revi ew ng
i ndi vi dual performance plans and subsequent appraisals to
ensure that they accurately reflect m ssion needs and
i ndi vi dual acconplishnments. In fulfilling their
responsibilities, Internediate Raters will:
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(1) Review and reconmend approval of Performance Pl ans
at the beginning of each rating period and at other tines
during the rating period that major changes to expectations
occur.

(2) Review performance appraisals in a tinely manner,
ei ther concurring with the proposed ratings or seeking
resolution of the disagreenment - first wwth the Rater and
then the Senior Rater.

d. Ratees. Ratees are responsible for |earning what
is expected of them for discussing their ideas about the
wor k, Army val ues and professional devel opnent goals with
Raters; and for performng to the best of their abilities.
In fulfilling these responsibilities, individual Ratees
will:

(1) Take an appropriate role in developing their
per formance and prof essional devel opnent pl ans.

(2) Try to do their work right - and informtheir
rating chain when they have questions and/ or needs, when
probl enms occur or when they believe work could be done
better.

(3) Provide the rating chain with tinely feedback on
their acconplishments that can be used in preparation of the
per f ormance apprai sal .

7. Conponents of the Total Arny Performance Eval uation
System (TAPES). All civilian enployees described in
paragraph 3 above will be included under either the Base or
t he Senior systens, which provide for:

a. Witten Performance Plans. Enployees wll have
witten performance plans which docunent expectations that
are based on organi zati onal m ssion and goal s and that
reflect the types of duties and responsibilities listed in
their job descriptions. Plans consist of pre-printed
Responsibilities (Base Systemonly) and performance
standards and i ndividual job-related expectations set forth
during performance-rel ated di scussi ons.

(1) The plans, representing joint efforts of Ratees
and their rating chains, should be in place within 30 days
fromthe beginning of each rating period.
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(2) The plans nmust be reviewed and approved by the
rating chain at |east at the beginning of the rating period
and any other tinme that expectations change significantly.

(3) Performance plans are recorded on the Counseling
Checklists, DA Form 7223-1 (Base System Civilian Performance
Counsel i ng Checklist Record), for the Base System and on the
Support Form DA Form 7222-1 (Senior System Cvilian
Eval uati on Report Support Form), for the Senior System

(4) Performance Pl ans becone effective on the day they
are approved by the Senior Rater.

b. Annual Rating Periods. All Ratees wll have pre-
established 12-nonth rating periods. Local conmanders wl |
establish the rating periods for Ratees in the Base System
and will communicate the rating period to each Base System
enpl oyee. Ratees in the Senior Systemare rated in standard
annual rating cycles based on pay plan and grade as foll ows:

(1) GS/Gw13 and above - 1 Cctober - 30 Septenber

(2) W5-13 and above and enpl oyees at equival ent |evels
in other pay plans - 1 July - 30 June

(3) W5/ GS-9 through 12 and enpl oyees at equi val ent
| evel s in other pay plans (except W and W5 - 1 Novenber -
31 Cct ober

(4) Career Interns are rated 6 nonths after their
entry into the position and again at the end of 12 nonths.
This first rating (at 6 nonths) is considered a Speci al
Rating. The first annual rating is rendered at the end of
12 nmonths. Interns continue on their unique annual rating
cycles (based on their entry into the positions) until they
conplete the Intern Program - at which tinme they are phased
into the standard cyclic rating peri ods.

c. Oficial Rating Chain. Each Ratee will have an
identified rating chain consisting of at |least a Rater and a
Senior Rater. The local conmmander will determine if an
Internmedi ate Rater will also be included in the chain. |If
the commander is the Rater, he may serve as Senior Rater
al so.
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d. Mninmum Rating Period. The mninumrating period
is 120 days. Ratees cannot be rated until they perform
under approved performance plans for at |east 120 days.

e. Special Requirenents for Supervision/Leadership,
EEQ AA, and O her Responsibilities. Some positions include
specific requirenments for which clearly defined perfornmance
expectations shoul d be devel oped each rating period. Anmong
these requirenents are Supervision and/or Leadership and
Equal Enpl oynment Qpportunity/ Affirmative Action (EEQ AA)
pl anned efforts for supervisors and managers; plans to
i ncrease conpetition and achi eve cost savings in contracting
and of contracting officers to make awards to small business
concerns; individual efforts to elimnate wasteful practices
and achi eve cost savings in inventory managenent; and
di scharge of security, internal control, safety, and other
rel evant responsibilities of the position.

f. Witten Performance Appraisals. Witten
performance appraisals with Overall Performance Ratings wll
be conpl eted and recorded on DA Form 7223 (Base Cvilian
Eval uation Report) for the Base System and on DA Form 7222
(Senior System Civilian Evaluation Report) for the Senior
System There are two types of witten appraisals: Annual
and Speci al .

g. Objective Ratings. bjective Ratings are the
ratings assigned to Cbjectives in the Senior System
(bj ective ratings define the | evel of performance achi eved
for that Objective as defined in Appendi x A

h. Responsibilities Ratings. Responsibilities Ratings
are the ratings assigned each of the Responsibilities in the
Base system and define the | evel of performance achieved for
that Responsibility as defined in Appendi x A

i. Overall Rating Fornmulas. Overall Performance
Ratings are derived fromfornulas. Base systemfornmulas are
defined in Appendi x B; Senior systemformulas are in
Appendi x C.

J]. Ratings for Tenporary Pronotions. Tenporary
pronotions for 120 days or nore require perfornmance plans
and normal |y are docunented by special appraisals. However,
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a special rating is not prepared when a tenporary pronotion
is ongoing at the end of the Ratee's annual rating cycle.
A Ratee tenporarily pronoted officially occupies the
position to which pronmoted. Therefore, if the Ratee's
schedul ed annual rating cycle ends while the Ratee is on
tenporary pronotion which has |asted at |east 120 days, the
Rater of the position to which the enpl oyee has been
tenporarily pronoted will prepare the annual appraisal.

k. Ratings for Details. Details for 120 days or nore
require performance plans and are normally docunented by
speci al appraisals. A Ratee who is detailed continues to
occupy the position fromwhich detailed. Thus, the Rater of
the position to which the enployee is detailed will prepare
a special appraisal if the Ratee's annual rating cycle ends
during the detail. The Rater for the position from which
the Ratee is detailed may either attach the speci al
apprai sal to the annual appraisal he/she prepares or, if the
detail lasted for nost of the rating period, adopt the
speci al appraisal as the annual appraisal.

| . Reconsideration Processes. Ratees who are
dissatisfied wwth their performance appraisals should
attenpt to resolve their dissatisfaction by discussing the
matter with officials in their rating chain. An enpl oyee
who is unable to satisfactorily resolve his or her
di ssatisfaction informally may request forma
reconsi deration. The formal request for reconsideration
shoul d be submtted as a grievance, either through a
negoti ated procedure, if applicable, or through the
Adm ni strative Gievance Procedure.

m Performance Wi ch Fails to Meet Expectations.
Rat ees who fail to neet Responsibilities/ Qbjectives nmust be
so informed in witing, provided gui dance and assi st ance,
and given a reasonabl e opportunity to inprove performnce.
Nonpr obati onary Ratees who do not inprove after being given
formal opportunities to do so under Performance | nprovenent
Plans (PIPs) will be reassigned, reduced in grade, or
removed in accordance with applicable regulations. The
Civilian Personnel Advisory Center (CPAC) w Il provide
assi stance in these circunstances.

n. Performance Wich "Needs | nprovenent." At any tine
during the rating cycle that the Ratee is determned to
"Need | nprovenent” in one or nore Responsibilities or
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bj ectives, the Rater should notify the Ratee and consi der
provi di ng assi stance. Such assistance may include but is
not limted to formal training, on the job training,
counsel ing, and cl oser supervi sion.

o. Inability to Rate. Wen an annual rating cannot be
prepared at the end of the scheduled rating cycle (e.qg.,
extended illness or Long Term Training of the Ratee), the

rating period is extended for the tine necessary to neet the
m ni mum 120-day requirenent, at which tinme the annual rating
wll be prepared. Until a current rating can be prepared,
the nost recent rating of record renmains in effect for al

pur poses except Reduction in Force (RIF).

p. Forced Distribution. Activities nmay not prescribe
a distribution of rating levels. Ratees nust be rated
agai nst witten, communi cated performance expectations and
not ranked anong ot her enpl oyees.

g. Transfer of Rating. Wen a Ratee |eaves his or her
position during the rating period for a detail, tenporary
pronoti on or permanent transfer, he or she should be rated
i n accordance wi th guidance set forth in Appendi x D.

8. Perfornmance Managenent Linkage. Supervisors and mangers
wi || consider performance appraisals and ratings when

adj usti ng base pay and determ ni ng performance awards, and
when maki ng personnel managenent deci sions concerning
training, reassignnment, pronotion, reduction in grade,
reduction in force, and retention and renoval of enpl oyees.

a. Professional Devel opnent. Planning for
pr of essi onal devel opnent is an integral part of the
per f ormance managenent process. Along wth neani ngfu
performance-rel ated di scussions that assist Ratees in
reinforcing strengths and correcting weaknesses,
pr of essi onal devel opnent opportunities may include classroom
training, on-the-job training, nentoring, special
assignnents, participation in professional and civic
organi zati ons, and publishing professional articles. Rating
chai ns shoul d encourage Ratees to seek professional
devel opment opportunities and reward them appropriately
(e.g., with awards, challengi ng work assignnments, pronotions
as appropriate) when they succeed in enhancing their val ue
to the organization
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b. Wthin-Gade |ncreases.

(1) A Federal \Wage System enpl oyee receives a Wthin
Grade Increase (WA ) and advances automatically to the next
pay step when they satisfy the tinme requirenents and receive
a current rating of record of at |east Successful Level 3.

(2) A General Schedul e enpl oyee nust al so be rated at
Successful Level 3 or higher and satisfy tine requirenments
to be eligible for a Wthin-Gade Increase (WA ). However,
if the current rating of record does not support an accurate
Accept abl e Level of Conpetence (ALOC) determ nation, the
Rat er must prepare a new rating of record to justify the
ALQC deci si on.

c. Cash Awards for Perfornance.

(1) Al Ratees rated at Successful Level 3 or higher
are eligible for consideration for Performnce Awards.
Supervi sors should grant such awards to those who are
deservi ng based on nerit and who have not been ot herw se
rewarded for their contributions. Nom nation and approval
of performance-based awards are docunented in Part 111 of
the Gvilian Evaluation Report Forns, DA Fornms 7222 and
7223.

(2) Only GS enpl oyees rated Successful Level 1 are
eligible for a Quality Step Increase (QSl), which is a one-
step increase to base pay.

d. Placenent Actions. Supervisors should consider
referred enpl oyees' recent ratings of record (e.g., the |ast
3 years) when nmaking placenent decisions. Information on
appraisals may indicate if and how wel| enpl oyees perforned
duties relevant to the position for which they are being
considered. Ratings history may indicate individual
potential to performdifferent or nore responsible work.

9. Probationary or Trial Periods.

a. New Enpl oyees. New enpl oyees enter a regularly
schedul ed annual rating period based on their pay plan and
grade (except Career Interns as discussed in 7b(4) above).
Rat ers shoul d begin nonitoring new enpl oyees imedi ately to

10
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determine if they are wlling and able to performthe work
and are otherw se suited for retention in their positions.

Al though formal PIPs are not required for Ratees who are
serving probationary appointnments, Raters normally should
provi de Ratees who are not neeting expectations wth enough
information to help them understand how they are failing and
how t hey m ght inprove. Upon determ nation that
probationary Ratees either will not or cannot neet
expectations, Raters nust begin action to term nate them
fromtheir positions and/or from Federal service.

b. Supervisory/ Manageri al Probationary Peri ods.
Enpl oyees serving a probationary period for initial
appoi ntment to a supervisory/ managerial position who do not
nmeet expectations set forth in performance plans that rel ate
to supervisory/ mnagerial responsibilities will be returned
to a non-supervi sory/ non-managerial position. The decision
to return the enpl oyee to a non-supervi sory/ non- manageri al
position can be nade at any tinme during the one-year
probationary period. Although formal notice and opportunity
to inprove are not required, supervisors generally should
provi de at | east enough information so that the Ratee
under st ands specific deficiencies intinme to try to nmake
corrections.

c. Renovals During Probationary Periods. Decisions to
renove probationary enployees may be nmade at any tinme during
the probationary period. The Defense Central Personnel Data
System (DCPDS) aut onat ed system produces suspense notices to
advise Raters to nmake decisions to retain or renove
probationary Ratees no later than the end of the ninth nonth
fromthe Ratee's appointnent. This advance notice is to
give Raters enough tine to effect necessary actions under
the sinplified probationary procedures if the Ratee is not
to be retained. Notices are distributed by the CPAC.

10. Reassignnment, Reduction in Grade, Renoval After

Conpl etion of a Probationary Period for Unsuccessft ul

Per f or mance. At any tinme during the rating period that a
Rat ee who has conpl eted the probationary period fails to
meet a Responsibility or Objective, the Rater nust provide
the Ratee with a Performance | nprovenent Plan (PIP). A PIP
shoul d provide witten information to the Ratee on specific
deficiencies and necessary inprovenents and establish a

11
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reasonable tine franme in which the Ratee nust inprove before
corrective action is initiated. PIP notices should al so
define assistance to be provided to help the Ratee neet
expectations (e.g., formal training, on-the-job training,
coachi ng and counseling, and cl oser supervision). Ratees
who fail to inprove or who inprove but fail to sustain the

i nprovenents for at |east a year fromthe beginning of the
PIP will be reassigned, reduced in grade, or renoved.

11. Performance Plans. Performance plans are recorded on
DA Form 7223-1, for Ratees in the Base System and on DA Form
7222-1, for Ratees in the Senior System Both the Rater and
the Ratee shoul d keep updated copies of the current
performance plan. Copies of applicable perfornmance plans
w |l be attached to conpl eted performance appraisals which
are submtted to the CPAC

12. In-Progress Reviews Docunentation. Performance reviews
during the rating period should be docunented on DA Form

7223-1 for enployees in the Base System and on DA Form 7222-
1 for enployees in the Senior System |If adequate space is
not provided on the fornms, additional pages may be attached.

13. Witten Performance Appraisals.

a. Witten Appraisals. Witten annual or speci al
performance appraisals will be prepared on DA Form 7223 for
Ratees in the Base System and on DA Form 7222 for Ratees in
the Senior System Copies of conpleted appraisals should be
distributed as foll ows:

(1) Annual Appraisals. Conpleted annual appraisals
shoul d be reproduced in an original and two copies - the
original going to the Ratee, one copy retained by the Rater,
and one copy submtted to the CPAC for entering into DCPDS
and forwarding to the Cvilian Personnel Operations Center.

(2) Special Appraisals. Special appraisals should be
conpleted in an original and two copies - the original going
to the Ratee; one copy submtted to the Rater of record to
be attached to the annual appraisal; and one retai ned by the
Rater of the Special appraisal. Special appraisals are not
forwarded to the CPAC when conpleted. They are attached to
t he Annual appraisal at the end of the rating period.

12
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b. Corrections to Witten Appraisals. D screpancies
in witten apprai sals should be corrected as soon as
possi ble after they are di scovered. Discrepancies can
result from causes such as clerical errors that
unintentionally change content; from grievances, appeals, or
ot her conpl ai nt procedures; or because of new information
whi ch has enough i npact on the conpl eted apprai sal to change
t he appraisal and/or the rating. Corrective action should
i ncl ude the foll ow ng:

(1) Preparation of a corrected performance appraisal,
DA Form 7222 or DA Form 7223, to include signatures by the
appropriate raters.

(2) Destruction of official copies of the erroneous
per f or mance appr ai sal .

(3) Appropriate distribution of the corrected
appr ai sal .

(4) Adjustnment to personnel actions which were based
on the erroneous overall performance rating.

FOR THE COMVANDER:

/sl
4 Appendi ces SEAN M WACHUTKA
APP A--Level of Performance Col onel, Corps of Engi neers
Definitions for Deputy Conmmander

(bj ecti ves and
Responsibilities

APP B--Base System Overal |
Rat i ng Fornul as

APP C--Seni or System Over al
Rat i ng For nmul as

APP D- - Gui dance on Witten
Per f or mance Apprai sal s

DI STRI BUTI ON:

B

CELRD Directors and Ofice Chiefs
CELRD- GL- DD

CELRL-IMS (5 cys)
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